Saving PowerPoint 2007 Files as PDF Handouts’

If you distribute PowerPoint files from your lectures, it will cut down on paper usage if you save
your PowerPoint documents as PDF handouts. These instructions will help you do this on a PC.

Click on the Office Button in the upper left corner and Print the

PowerPoint document.
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‘ Preview and print the document

Print
@ Select afprinter, number of copies, and
7 Open other p@inting options before printing.
Save Send the presentation directly to the
= default printer without making changes.
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Save As ¥ Preview and make changes to pages before

printing.

4
=
H
H &y Print Preview
=

¢ 1 1 1 [ pr B | |
In the “Print” window, do the following: i N
Printer
¢ Printer Name: CutePDF Writer o | B CulePOF i =]
Status: 5 5
¢ Print what: Handouts Type:  CutePDF Writer
. Where:  CPW2:
Slides per page and Order are your choice. Comment: [print to fie
I usually choose 4 slides per page displayed Print range Copies
. @ all () Current slide Selection Mumber of copies:
horizontally on the page st Shons T B
Custom Show: =
() Slides: !1 i
Click on OK when you are ready to save the file as e
a PDF document. [colate
Print what: Handouts
Handouts E Slides per page: |} |Z|
Color fgrayscale: Order: (@) Horizontal () Wertical [d
Color lz‘
[ scale to fit paper Print hidden slides
Frame slides [ High quality
Print comments and ink markup |
|
Save Az [ .- Iéj
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In the “Save As wmdgw, select the folder in which you T — El e
Want tO save the PDF flle‘ Name’ Date modified Type Size i
T Access 01 - Creating.pdf L)
. . T Access 02 - Retrieving.pdf
I usually delete the “Microsoft PowerPoint — phrase that B o3 - Reportme et
CutePDF inserts in front of the name of the document. T Access 04 - Formspaf
T Access 05 - SQL.pdf
" Access 2007 Lesson 01 - Creatina.odf = \
File name: it PowerPoint , echnology at Wofford 2008 pdf Save
Save astype: |PCE Files (*pcf) ~| Cancel
Mave up to CutePDg Pro and get advanced control aver pour PDF documents.
E asily merge & split MPFs, add security, digtal signature, stampe, bookmarks or
header/footer. make Bgoklets, n-Up. save PDF forms, scan to PDF and more!
| Usua"y delete this. httpe v, CutePDF. com

" This lesson requires you to have the CutePDF add-on installed on your computer. If you do not, the Appendix to

this lesson will tell you how to download and install CutePDF.
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Appendix: Downloading CutePDF for PCs

CutePDF is a freeware program that allows you to save Microsoft Office (Word, Excel,
PowerPoint, etc.) files in a PDF format. To download CutePDF got to the URL below:

http://www.cutepdf.com/

CutePDF ' ideas for PDF

Click on the Free Download llnk Home | Products | Dewveloper | Support | Purchase
Shortcuts E] Mo Adware, No Spyware, No Malware
Free upgrade for registered E] Create PDF files on the fly - for Free! CUtEPDF
users E] Save fillable PDF form using Reader Maximizing the Fu
El Add, delete, rotate, resize, reorder pages PR
CutePDFE vision E] Stamps, overlay, headers, footers, bates Specuﬂ introd|

E] Make compact PDF booklets
E] Digitally Signing PDF Documents

PDF Creation
COur philosophy is to make

PDF utilities easy, versatile CutePDF Writer (Freeware) _

and affordable for every Create professional quality PDF files from almost any printable
user: from beginner to pro. document. FREE for personal, commercial, gowv or edu use! No
watermarks! No popup Web ads! Now supports 64-bit Windows.

PDF is the de facte standard
for electronic documents
and forms exchange.

Learn Maore

Free Download (1.6MBY (Wista Ready) &Y Learn More
J Latest News @ ( o o

Fab. 26, 2008 Desktop PDF Utilities
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Save the file to your desktop.

Upening CuteWriter.exe &

You have chosento open
.| CuteWriter.exe

which ix & Apalication
from: hitp://www.cutepdf.com

‘Wou'd you liks to save this file?

5ave File Cancel 1

Click on the Cutewriter.exe icon to install the application.

I

CuteWrter.et

e

You will see several standard installation windows as you install CutePDF application. This will
include the installation of a PDF writing application called “Ghostwriter.”
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